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APA Formatting Guide 
APA stands for American Psychological Association; its Publication Manual is the most 
commonly used manuscript and documentation format within the social sciences. As with any 
academic essay, in an APA style essay or report, you should be clear, concise, and maintain 
credibility to the sources you use throughout your essay. You must also present your essay in 
the following APA manuscript format guidelines.  
 
Your overall essay should have:      Your APA essay should include four sections:  
12-point font                                          Title Page 
Times New Roman                                Abstract  
One-inch margins                                  Main Body 
Left alignment                                        References  
Double space  
½-inch indention 
Running head  
 
PAGE HEADER/RUNNING HEAD: 
Your essay should include a page header (also known as the “running head”) at the top of 
every page. The running head is a shortened version of your paper’s title and cannot exceed 50 
characters including spacing and punctuation.  

• Insert page numbers (flush right).  
• Type “TITLE OF YOUR PAPER” in the header flush left using all capital letters. 

 
A professional paper includes the title (flush left in all capitals) and the page number (flush 
right). It also includes the author note beneath the institutional affiliation, in the bottom half of 
the title page. It should be divided up into several paragraphs, with any paragraphs that are not 
relevant omitted.  

• The first papragraph – should include the author’s name, the symbol for the ORCID iD, 
and the URL for the ORCID iD. Any authors who do not have an ORCID iD should be 
omitted.  

• The second paragraph should show any change in affiliation or any deaths of the 
authors.  

• The third paragraph should include any disclosures or acknowledgements, such as 
study registration, open practices and data sharing, disclosure of related reports and 
conflicts of interest, and acknowledgement of financial support and other assistance. 
The fourth paragraph should include contact information for the corresponding author. 

 
A student paper only includes the page number (flush right). It should not include an author 
note.  
 
TITLE PAGE:  
The title page should contain the title of the paper, the author's name, and the institutional 
affiliation.  Your paper should also include the course number and name, instructor name, 
and the assignment due date. 
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Type your title in upper and lowercase letters centered in the upper half of the page. The title 
should be centered and written in boldface. APA recommends that your title be focused and 
succinct and that it should not contain abbreviations or words that serve no purpose. Your title 
may take up one or two lines. All text on the title page, and throughout your paper, should be 
double-spaced.  
 
Beneath the title, type the author's name: first name, middle initial(s), and last name. Do not use 
titles (Dr.) or degrees (PhD). For names with suffixes, separate the suffix from the rest of the 
name with a space, not a comma (e.g., Felicien L. Cooke Jr.)  
 
Beneath the author's name, type the institutional affiliation, which should indicate the location 
where the author(s) conducted the research. 
 
ABSTRACT 
Your abstract page should begin on a new page and already include the page header.  
On the first line of the abstract page, center and bold the word “Abstract” (no italics, underlining, 
or quotation marks). On the next line, write a concise summary of the key points of your 
research. (Do not indent.)  
Your abstract should contain:  

• your research topic 
• research questions 
• participants 
• methods 
• results 
• data analysis 
• conclusions.  

 
You may also include possible implications of your research and future work you see connected 
with your findings. Your abstract should be a single paragraph, double-spaced. Your abstract 
should typically be no more than 250 words. 
You may also want to list keywords from your paper in your abstract. To do this, indent as you 
would if you were starting a new paragraph, type Keywords: (italicized), and then list your 
keywords. Listing your keywords will help researchers find your work in databases. 
 
 
THE FOLLOWING PAGES ARE EXAMPLES OF WHAT A PROFESSIONAL AND STUDENT 
ESSAY, RESPECTIVELY, SHOULD LOOK LIKE. THE EXAMPLES ARE TAKEN FROM THE 
OWL PURDUE WEBSITE.  
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Student title page example 

The page number begins on the 
first page and follow on every 
subsequent page. No other 
information is required with the 
page number.    

Your name 
appears two 
lines below the 
title written as: 
First name, 
middle initial(s), 
last name.   
Use “and” to 
separate the 
names if there 
are two authors. 
Use a comma to 
separate if three 
or more. 

Your full name 

Your affiliation 
follows 
immediately 
after your 
name.   
Write the 
department 
and course the 
paper is being 
written for.   

The 
course 
name, 
number, 
prof’s 
name, 
and the 
due date 
follow 
your 
affiliation. 

 Course & number 

       Professor’s name  

    Assignment due 
 

The essay’s 
title should be 
centered, bold, 
written in title 
case, and be 
located three to 
four lines below 
the top margin of 
the page.    
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Professional title page example 

The Running Head is the shortened version of 
your essay title. Write in all caps and aligned on 
the left side of your essay. It should start on this 
page and continue throughout your essay. No 
“running head” label is included in APA 7. If the 
paper’s title is fewer than 50 characters (including 
spaces and punctuation), the actual title may be 
used rather than a shortened form.  

Much like the student heading, 
the page number begins on the 
first page and follow on every 
subsequent page.   

Your name appears two lines 
below the title written as: First 
name, middle initial(s), last name.  
Use “and” to separate the names 
if there are two authors. Use a 
comma to separate if three or 
more. Omit all professional titles 
and/or degrees (e.g. Dr., Rev., 
PhD., MA). 

The essay’s title should be centered, 
bold, written in title case, and be 
located three to four lines below the 
top margin of the page.    

Your affiliation 
follows 
immediately after 
your name. If you 
represent multiple 
institutions, use 
superscripted 
numbers to 
indicate which 
author is affiliated 
with which 
institution.  

 

  Full name 

Affiliation 

Author’s notes contain 
the following parts in 
this order:  

1. Bold, centered 
“Author’s note” 
label. 

2. ORCID ID’s  
3. Changes of 

author affiliation 
4. Disclosure/ 

Acknowledgem
ents  

5. Contact 
information 

Each part is optional 
(i.e., you should omit 
any parts that do not 
apply to your 
manuscript, or omit the 
note entirely if none 
apply.) Format each 
item as its own indented 
paragraph.  

 

ORCID is an 
organization that 
allows researchers 
and scholars to 
register professional 
profiles, so that they 
can easily connect 
with one another. 
Provide the author’s 
name followed by the 
green ID icon 
(hyperlinked to the 
URL that follows) and 
a hyperlink  

 

          ORCID  
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Your Abstract page should be on a 
separate page and be centered and bold 
on the first line with the word “Abstract”.  
 

List Keywords from your paper in your 
abstract.  
Indent as you would if you were 
starting a new paragraph, type 
Keywords: (italicized), and then list 
your keywords. Listing your keywords 
will help researchers find your work in 
databases. 

DO NOT INDENT 
ABSTRACT!  

NOTE: Past this point, the essays are 
virtually identical, besides the absence 
of a running head of a student paper.  
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This is a quote 
an external 
source. Provide 
the page number 
from which the 
external quote 
was borrowed 
from.  

This second 
quote, however, 
is paraphrased. 
You will need to 
provide the page 
number from 
which the 
external quote 
was borrowed.  

Be sure to spell 
out abbreviations 
the first time you 
use them, or 
otherwise, the 
reader will not 
understand what 
you are talking 
about.  
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Use transition 
words to help 
get to your next 
paragraph and 
point of your 
essay.  

For sources that 
cite other 
sources, use “as 
cited in” to let the 
reader know the 
source you are 
using has cited 
another source.  
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This is the second level heading to your essay. Second-level 
headings are to be placed flush left, bold, and written in title case. 

Third-level headings are flush left, bold, and 
written in title case, and italicized.  
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The Fourth-level heading to your essay should be bold, 
written in title case, indented, and written in line with the 
following paragraph.  
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Here, we have skipped to the 
Materials and Methods page 
of the essay. The Materials 
and Method title is centered in 
the middle and bold.  
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Figure 1   
 
Illustration of HET’s Branching Structure  

Note: Each node in this diagram corresponds to a suite of HET/ICALT items, rather than to a 
single item. The questions on the HET derive from the International Comparative Analysis of Learning  

and Teaching (ICALT), an instrument that measures observable teaching behaviors for the purpose of  

 

 

international pedagogical research within the European Union. The most recent version of the ICALT  

contains 32 items across six topic domains that correspond to six broad teaching skills. For each item,  

students rate a statement about the teacher on a four-point Likert scale. The main advantage of using ICALT  

items in the HET is that they have been independently tested for reliability and validity numerous times  

Table and Figure Notes are preceded by the label “Note” written in italics. General notes that apply to the entire table should 
come before specific notes (indicated with superscripted lowercase letters that correspond to specific locations in the figure or 
table.) Table notes are optional.   

Tables and graphs are numbered sequentially (i.e., 1,2,3…) 
They are identified via a second-level heading (flush-left, bold, 
and title case) followed by an italic title that briefly describes 
the content of the table or figure. 
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over 17 years of development (see, e.g., Van de Grift, 2007). Thus, their results lend themselves to 

 meaningful comparisons between teachers (as well as providing administrators a reasonable level of  

confidence in their ability to model the teaching construct itself). 

 The six “suites” of questions on the HET, which correspond to the six topic domains on the ICALT,  

are presented in Table 1.  

Table 1  

HET Question Suites 

 

Tables are formatted similarly to figures. They are titled and numbered in the same 
way, and table-formatting notes are presented the same was as figure-following 
notes. Use separate sequential numbers of tables and figures. For instance, this table 
is presented as Table 1 rather than Table 2, despite the fact that Figure 1 preceded it.  
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When a table stretches across multiple pages, repeat the column labels on each 
new page. Most word processors have a feature that does this automatically.  

In addition to 
presenting figures 
and tables in the 
text, you may also 
present them in the 
appendices, which 
is located at the 
end of the essay. 
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You will begin the 
Reference page 
on a new page. 
Write the word 
“References” (for 
multiple sources) or 
“Reference” (if the 
essay only contains 
one source) 
centered and in 
bold letters at the 
top of the page.  

Your References will list your sources in alphabetical 
order by the author(s) last names. You should have a 
reference entry for every source you cite in your essay. For 
more details on how to cite various sources throughout your 
references page, please see the SAC Writing Center’s 

   

A 
TO  
Z 
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The Appendix page is located after the references 
page. You will write “Appendix” at the top of the page 
centered and in bold letters. If there are multiple 
appendices, label them with capital letters (e.g., 
Appendix A, Appendix B, and Appendix C). Start 
each appendix on a new page.  

Paragraphs of text can also appear in appendices. If they do, paragraphs should be indented normally, as 
they are in the body of your paper.   

If an appendix contains only a single table or figure, as this one does, the centered and bolded “Appendix” 
replaces the centered and bolded label that normally accompanies a table or figure.  
If the appendix contains both text and tables or figures, the tables or figures should be labeled, and these labels 
should include the letter of the appendix in label. For example, if Appendix A contains two labels and one figure, 
they should be labeled “Table A1,” “Table A2,” “Figure A1.”  


